THE ULTIMATE CORPORATE
EVENT CHECKLIST

- -

éva DECIDE YOUR LOCATION

LOCATION IDEAS AVAILABLE DATES COST OF HIRE
1
2
3
4
Chosen venue Total cost $
Contact name Contact number

ig HIGH LEVEL PLANNING
[

Have you booked your venue? Yes [ | No [

Devise a guest list - how many people will be attending?

What time will the event start?

Will transport be required? Yes || No [
Will you be hiring entertainment? Yes [| No []

2 ENTERTAINMENT

Will you be providing entertainment?  Yes [ |

No [ |

POSSIBLE ENTERTAINMENT GENRES

COMEDIAN DJ QuUIZ MAGICIAN
VENTRILOQUIST SINGER/BAND KARAOKE OTHER
If Other
POSSIBLE COMPANIES COST OF HIRE

$
$
$
$

Chosen company Total cost $

Contact name Contact number

. " IMPORTANT REMINDERS
Have you paid the entertainment deposit? Yes [ | No [ |
Call entertainment company one week before to confirm []

Call entertainment company day before to re-confirm time [

Have you paid the company in full? [




FOOD & DRINK

How many people will you need to cater for?

Does your chosen venue have a bar? Yes [ No []
If No, will you be providing alcohol? Yes [] No []
If Yes, will you put money behind the bar? No [] Yes [

$
$

POSSIBLE CATERING COMPANIES

PRICE PER HEAD

&h| AR |R (P

Vegetarian/Vegan options

Gluten free

Other (kosher, etc.)
Chosen company

Contact name Contact number

=

Confirm total

Have you paid the caterers a deposit?

Call caterers one week before to confirm

Call caterers the day before to re-confirm time
Have you paid the company in full?

Total cost including drinks $

IMPORTANT REMINDERS

headcount one month before

OO

'gzDECORATION

How many tablesdoyouneed?
How many chairs doyouneed?

POSSIBLE DECORATIONS

BALLOONS DECORATIONS
BANNERS OTHER
If other

Total cost of decorations $



%

/‘ DRAW FLOOR PLAN HERE
5 )

IMPORTANT REMINDERS

Two weeks before — arrange time with venue to set up [
Pick up decorations one week before []
Arrange transportation of decorations if needed []

o=

TRANSPORTATION (IF REQUIRED)

How many Coaches Minibuses =~ Taxis
Pickuptime _ Pick up location
POSSIBLE TRANSPORTATION COMPANIES COST OF HIRE

$
$
$
$

Chosen company Total cost $

Contact name Contact number

_'iiii - IMPORTANT REMINDERS
Pay deposit []

Confirm arrangements one week before [ |
Pay in full L]



E EXPENSES

Venue

Food & drink
Decorations
Travel

Misc

Budget
Total cost

DR |A|R|R|A|PR

Ways to save money?

m Y WHO'S IN CHARGE
|

ITEM NAME
Venue

Food & drink
Entertainment
Decorations
Travel

. E NOTES




m’a ON THE DAY TO DO LIST
| S

TIME TO DO RESPONSIBLE DONE

410.596.4127 OR 202.455.VENT * TOM@COMEDYVENTRILOQUIST.COM COMEDY VENTRILOQUIST



